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INTRODUCTION. Thisinstuction implements AFPD 102, Readiness AFMCI 10-205, Emergercy
Notification, Alert and Recall and fulfills WPAFB Plan 17, Recall/ Notification Plan requirements. It
details proedures and dutiesor Standby Duty Ofters (SDQ, pyramid alertecall procedures for HQ
AFMC personnel anl the HQBatte Stdf. It applies ® HQ AFMC Directorates, Stéf Offices, and the 88
ABWI/CP. Thisinstruction requies collecting and maintainingformatian protected by the Rracy Act
of 1974 asauthorized by 10 U.S.C. 8013.

SUMMARY OF REVISIONS.

This instruction has beextensivey revised aml replacesAFMCI 10-205,Standy Duty Officer (SDO)
Notification Alert/Recall ard Battle Staff Recall21 December 1995Faor guidarce to field units, see the
revised AFMCI 10-205,7 April 2000.

1. Organizational Responsbili ties
1.1. The HQ AFMC Command Center will
1.11. Dewelop internal alertfecall procedures to gusctontroler actions.
1.1.2 Maintain an SOD roster with curent listings for al HQ directoratesandstaff offices.
1.1.3. Notify one o more directorate/stdfoffice SDOs when.

1.1.3.1. Sodirected ly higher authority (base commander, AFMC/CC etc) IAW duty chart
(exampge & Attachment 1).
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1.1.3.2. Receiving specific information or messages after duty hours IAW the organization’s
instructions (see 1.2.1 below.)

1.1.3.3. The AFMC Commander, the Battle Staff Director (BSD) or his/her designee (see 4
below) directs a Battle Staff alert/recall.

1.1.3.3.1. Notify AFMC/XP-AO immediately when a Battle Staff recall is initiated by
other than the BSD.

1.1.4. Check Automatic Notification System (ANS) procedures and audibility by
1.1.4.1. Performing an ANS test each Tuesday.
1.1.4.2. Exercise the ANS backup capability on the last Tuesday of each month

NOTE:
The HQ Command Center is consolidated with the 88 ABW/Command Post. To avoid confusion and for
ease of use in this HOI, they will be collectively referred to as the “CP” or “Command Post.”

1.2. AFMC directorates and staff offices will
1.2.1. Appoint an individual to administer an organizational SDO program.

1.2.1.1. Determine the SDO appointment method: on a rotating basis for a finite period (up to
30 days) or on a permanent roster. Directorates that choose a rotating SDO roster system must
provide their SDO with a pager or cell phone to use during the SDO’s duty tour. Permanent
rosters must have at least four names in addition to the organization’s executive officer or
equivalent. NOTE: A telephone recording/voice mail systennotl an acceptable substitute

for an SDO.

1.2.1.2. Appoint SDOs IAW 1.2.1.1 above. The SDO may be an officer, NCO or civilian and
must have a SECRET or higher security clearance. SDOs may serve as Battle Staff represen-
tatives and vice versa.

1.2.2. Prepare and send SDO rosters to the 88 ABW/CP (see Attachment 1). The directorate’s
SDO roster must contain

1.2.2.1. SDO appointment method (rotating or permanent).
1.2.2.2. Each SDO’s name, address and home telephone number (including pager/cell phone
if applicable).

1.2.3. Update rotating SDO rosters quarterly and forward them no later than the tenth of the
month prior to implementation. Emergency changes made on short notice may be called in to the
Command Post, 7-6314.

1.2.4. Update and forward permanent rosters when any changes occur. Make emergency changes
by calling the HQ AFMC Command Post, 7-6314.

1.2.5. Identify directorate-specific situations when non-duty hour notifications are required. Pro-
vide the HQ AFMC Command Center (88 ABW/CP) a letter detailing these situations, including
messages or reports (e.g. OPREP-3, aircraft accident or incident, etc). See Attachment 2 for sam-

ple.
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1.26. Provide acopy ofits SDO Ist to the directorate/office at the bp of the column directly
abovethem on theHQ AFMC Emergency Ndtication Chat (Attachment 3.)

1.2.7. Designate one or me d the organization'8attle Saff representativegsee AFMC HOI
10-1,Ch 5.2 as tle Pant Of Contct (POC) b notify for aBattle Staf alert or reell. If feasible,
this can ke (one of) tle SDO(s).

1.28. Dewelop, disseminate andhaintain a curent aganizationd pyramd alertfecal roster.
1.2.9 Prowvde or arrangfor appropriate SID training. Se 3.2 below for specifics.

1.2.1Q Prepare and mantan one or more SDO bodks. Se 3.3 lelow for contents and mainte-
nancerequiremens.

1.3. The AFMC Operations Office (AFM C/XP-AQ) will
1.31. Maintain anl update this plaasnecessary.

1.3.2 Coordinae actionsin this plan with those in relattdocumentsWPAFB Plan 17 Recall/
Notification; WPARB Installation Securty and Resarce Protection Plan (ISRPP): HOI 10-1,
Battle Staff Operations and Administration; and HOI 10-3, HQ AFMC Threatening Condition
Response.

1.3.3. Prouvde assistance and training madks to directoates, thei SDOs andBattle Stéf mem-
bers.

2. Mission. AFMC directorates andtaff offices mustprovide 24 hour respwe capability for working
tasked problems, alert/recall personnel (See AFMC HOI 10-3, HQ AFMC Threatening Condition
Response and/a provide pre-desigated Battie Staff personnel (see AFMBOI 10-1 Battle StaffOpera-
tions am Administratior) when so decied.

3. Standby Duty Officers (SDO)
3.1. Duties & Responsibiities
3.1.1 When notfied afte duty hours,SDOswiill

3.11.1 If directedperform an organiational pyramd alertfecall.

3.1.1.2. If direded, work organizational-specific problems/inquiries (including emergency
Customer Hed Cente [CHC] problems) andfonotify properPOC.

3.1.1.3. If directed, redll the organizatiors Battle Staff representative(s).

3.1.2 Keepthe CP informed oftheir locationif on rotating duy and temporariy without a pager
or cellular phane. (NOTE: SDOs ona permanent roster [see 12.1.1 above] are nol required to
haveapager or cellularphone andlo na need to ndify the CP d ther location.

3.1.3 Forrotationd SDOs, insure a alternate isavailable ad known to theCP if the pimary is
unavailabé due billness, TDY etc.

3.1.4 SDOs fom DR, LG, DO, CE, XP and GCQ will notify the SDOsfrom each organization
appering below them on the Emergen Notification Chart at Attachment 3and will notify the
CP (257-631)0f any organizations tlyevere unable teontact.
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3.1.5. Maintain a current copy of their directorate’s SDO book (see 3.3 below) and have it avail-
able.

3.2. Training. SDOs must be thoroughly familiar with their duties:

3.2.1. Organizational response actions, both general and specialized, including emergency CHC
responses.

3.2.2. Pyramid alert/recall actions.
3.2.3. Battle Staff recall actions if applicable.

3.3. SDO BookOn-duty SDOs will take their book home after duty hours and on weekends. Each
permanently assigned SDO must have his/her own copy.

3.3.1. At a minimum, the SDO book must contain
3.3.1.1. A copy of this instruction.
3.3.1.2. A copy of HOI 10-3.
3.3.1.3. A copy of HOI 10-1, if the SDO is also the Battle Staff POC.
3.3.1.4. Applicable organization instructions.
3.3.1.5. Organization pyramid alert/recall and Battle Staff recall procedures.

3.3.1.6. Organization key personnel and battle staff member lists with addresses and home
phone numbers (including pager/cell phones).

3.3.1.7. The SDO and key personnel roster for the organization(s) immediately below them
on the HQ AFMC Emergency Notification Chart (see Attachment 3).

3.3.2. Permanently assigned SDOs must keep their own books updated. For organizations with
rotating SDOs, the SDO program administrator will insure the book is updated as necessary.

4. HQ AFMC Battle Staff Recall.

4.1. The HQ/CP recalls the HQ AFMC Battle Staff at the direction of the HQ AFMC Commander or
the Battle Staff Director (BSD) (AFMC/XP-AQO division chief-see HOI 10-1).

4.2. The HQ/CP initiates Battle Staff recall by contacting SDOs from the directorates specified by the
BSD. Use the appropriate statement from attachment 2.

4.3. SDOs will notify their primary Battle Staff member. In addition, SDOs from DR, LG, DO, CE,
XP and CCQ will notify the SDOs froleact organization appearing below them on the Emergency
Notification Chart at Attachment 3, instructing them to have their battle staff representative either
report to the Command Center or stand by, depending on the BSD’s instructions. They will then notify
the CP (257-6314) of any organizations they were unable to contact.

4.4. If the SDO cannot contact any of their directorate’s battle staff members, the SDO reports in their
place.

4.5. Once notified, Battle Staff members will respond as directed and IAW the time limits in HQ
AFMC HOI 10-1,Battle Staff Operation and Administration.
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5. Notification Procedures:The CP will use all available communications systems to pass emergency
notification messages to all directorates and report status to competent authority. Report Battle Staf
recall status to the AFMC/XP-AO chief (BSD.)

5.1. During duty hours (0730-1630) the CP will use the Automatic Notification System (ANS). The
ANS allows CP controllers to make voice contact with multiple subscribers simultaneously. ANS
calls will go to each directorate/staff office’s command section, using the pre-identified numbers
listed in WPAFB Plan 17.

5.1.1. When using the ANS, the CP controller will record the message and repeat it a second time
Subscribers will respond when polled as follows:

5.1.1.1. When the message ends the recording will ask, “Do you understand the message"
Press ‘9’ for Yes or ‘6’ for No.” Press ‘9’ if you understand the message, and hang up when
prompted. If you need the message repeated, press ‘6’ as necessary, then press ‘9’ and har
up when prompted.

5.2. Procedures for contacting rotating roster SDOs during non-duty hours (1630-0730 the next duty
day):
5.2.1. The CP will first try to contact the SDO at honNote: SDOs on rotation duttempo-
rarily without a pager or cell phone must always keep the CP apprised of their movements when
not at home or their office.

5.2.2. If unsuccessful, the CP will next try the SDO's pager or cell phone. If the cell phone isn’t
answered and/or the page isn’'t returned within 15 minutes, the CP controller will call/page a sec-
ond time. Situation urgency will dictate when to abandon the attempt and proceed to the next step.

5.2.3. When a rotating roster SDO cannot be located, the CP notifies the directorate/staff office's
exec/ equivalent, or the deputy/assistant director. If the CP cannot reach either, the CP will con-
tact the director.

5.3. Procedures for contacting permanent roster SDOs during non-duty hours:

5.3.1. The CP calls the first person on the directorate’s list at home, then via cell phone or pager
(if applicable) in that ordeNote: SDOs on permanent duty are not required to have cell phones
or pagers.

5.3.2. If unsuccessful, the CP will then attempt to contact, in order, the remaining SDOs on the
roster.
5.3.3. If none of the SDOs can be contacted, the CP proceeds IAW paragraph 5.2.3 above.

5.4. Naotification procedures, communications inoperative: when normal communications are not
available the CP may use any available method for emergency notification, such as cable televisior
message system, public address system, radio net, computer LAN, hand delivery etc.

TODD |. STEWART, Major General, USAF
Director of Plans and Programs
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Attachment 1

SDOROTATING ROSTER - SAMPLE LETTER
MEMORANDUM FOR 88 ABW/CP
FROM: (Directorate name)
SUBJECT: Standly Duty Officer Raster

1. The following individualswill serve as tle (Directorate name)SDO during non-duy hours
(1630-0730For their asigned duty tou The drectorate’s SDO pager/cell phone number is

Notify theSDO @ duty IAW our instructions o when so dected fo emergeng alert/recall a Battle
Staff notification

2. During duty hous, ndify our drectorate dfice (phonenumbej when aboe situations occur.
06 October 199 through 05 Januar3000

Date/Hour Home Office PersondPage/  Securty
Assignment Nane/Rank Ph Phon Phon

6 Oct/1630-13 ©/073( Hall, J. D. Capt 222222 H76 none TS
13 Oct/1630-20 &/073( White, Randy GS. 5555427 6-3059 3681911(pg) TS
20 Oct/1630-27 &/0730 MacDonald,J.D.1/Lt 555-0018 7-4658 none TS
27 Oct/1630-3 Nov/07:0  Standifad, LesGS13 666-2358 6-515  none S
3 Nov/1630-10 Nov/07: Levy, Burt 2/Lt 555-2002 7-4: non TS
10 Nov/1630-T Nov/0730 Btke, JamedMaj 333-1240 6-5C 338-8501 (cel S
17 Nov/0730-21Nov/0730  Penman, Sharon Cap 555-3181  7-9326 none TS
24 Nov/0730-1 De/073( MacGregorjom GS11 999-998 6-3201 nor TS
1 Dec/0730-8 Dec/073! Poyer, Dan Ca 555-26: 7-7331 none TS
8 Dec/0730-15 Dec/073l McDonald, PadMaj 555-750. 6033t none TS
15 Dec/0730-22 Dec/073! HaasenCarl 1/Lt 555009¢ 7328( none TS
22 De/0730-29 Dec/073(  Christmas, Mary GS13 555-122¢ 6480¢ non TS
29 De&/0730-5 Jan/073 Grissom KenCMS 3335027  7-060:« nome S

3. We wil notify you immediately bany ctanges. SDOstemporariy without a pageor cell phone have
been instructed to keep tle CP appised of treir movementswhen na at hone or therr office.

4. Thisroster is covered by taPrivag/ Act of 1974.

FRANKLIN K. BENJAMIN, Colonel, USAF
Director,
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SDO PERMANENT ROSTER LETTER (SAMPLE)
MEMORANDUM FOR 88 ABW/CP
FROM: (Directorate name)

SUBJECT: Standly Duty Officer (SDQ Raster

1. Requet you notify one of thindividuals listed Blow after duty hous (contacsequentially IAW our
instructions a when so directetbr emergency alert/recall oBattle Staff nofiication.

2. Notify our directorate office (ph@numbe) when abovesituations ocur during duty hours.

SDO DUTY PHONE HOME PHONE
1. Lt Col Sephen Coonts  7-2345 837-1234(cellphore 367-1004)
2. Mg Lindsey Davi 7-1700 297-9292
3. Mr David Harley (GS13) 7-6767 667-11124.
4. CMSRhonda Gardnier  7-2323 879-2323
5. Maj William Fold (exec) 6-2220 48877 (pager697-3201)

3. Thisinformatian is covered by thérivacy Ad of 1974.

CHERYL A. ROBERTS, SES
IRECTOR OF
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Attachment 2
SDO REASONSFOR NOTIFICATION LETTER (SAMPLE)

MEMORANDUM FOR 88 ABW/CP

FROM: (Directorate name)

SUBJECT: Standbyputy Officer (SDO) Notifications

1. In addition to after rormal duty hoursemergency alert recall or Battle Stdf natification, notfy our
SDO when you regve the following reports:

2. In addition,messages m thefollowing categories shodiblso beimmediately pased to the SDO:

3. Pleaserefer to our maost recert SDOrosterletter for the pesan to contact.

FRITZ OBERST
COLONEL, USAF
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Attachment 3
AFMC EMERGENCY NOT IFRICATION CHART
SDOson the toprowwill contact the SDO in each organization vbelowhem and notify the CP of ay
organizations they were unabk to contac.
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TYPICAL M ESSAGE SCRIPT
PYRAMID ALE RT (TELEPHONE STANDBY): This istheHQ AFMC Command Center with a

telephone psamid alert. Allpersonnd complete youalert ndifcationsand remain on telephone standby
untl furthernotice'.

PYRMID ALERT NOTIFICATION: “ This is theHQ AFMC Command Center with a telephone
pyramid alert.”
Potential reasors ( not inclusive)
THREATCON hasbeen declared for Wright-Patterson AFB.

“Staggered work hoursarein effect”

“Dueto ( emergency situation), all personnrel are directed to (action).”

“Please cortact all personnelin your notification chain.”

PYRAMID RECALL , ALL PERSONNEL: “Thisisthe HQ AFMC Command Center with apyrmaid recall. All personnel
complete your pyramid recall natification and report to your normd duty station immediately.”

BATTLE STAFF RECALL, ALL AF FECTED PERSONNEL: “Thisisthe HQ AFMC Command Center. The HQ
AFMC Battle Seff isrecalled. Please noiify your Battle Seff memebers and have them report tothe Conmand Center for a
situation briefing.”



